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OVERVIEW

The notes system is used to display pop-up or printed notes at various user defined stages in
VetlinkPRO. For example, you can automate the system to display a note when a certain product is
added to a bill or when a bill is made for a particular client. These notes may be prompts to advise
of product specials or important information a staff member needs to know about a client while
billing or making an appointment. Notes can be added for patients, clients, products, staff members
and suppliers. The process for adding these reminders however is the same throughout the

program.

PRECONFIGURED NOTES

Preconfigured notes are notes with pre-set behaviour and are available from the Patient, Client,

Product, Supplier or Staff record forms.

Simple Note

Simple Notes display in the yellow information screen at the bottom of the client, product, staff
member or supplier records. These notes will only display when you open the record for a client,

product, staff member or supplier.

aa Absolom Shane (Client # 2/1505)

1: General

Title ; Gnd
Last Name
First Name
Known As

Co Name

Status

Work
Home
Fax
Mobile
Phone 1
Phone 2
Phone 3
Email

Web

2 More 3 : Marketing 4 : Financial
Mrs, v Female v 1 Postal
pbsolom Building
Shane St Num 9

Street
Suburb Clive.
v
City
Active e
Post Code 4102
Distance
96 Care of
) Address Notes
o6
0210666200
06
o6
06 * Num

Do nat charge to account

3 ¥ 2 By Number

5:Info

8 : Delivery

Montrose Stree

1745753
1/39835
2/5689

1/60633

km

Name
Eella

Jack
Tinkerbell

Tyson

[

<

++ o

: History

: Runoff

Type
Cat
Dog
Cat

7 : Doc Mgr

= =

3 Mth +
2 Mth
1 Mth
Current

Total

Tatal

$0.00
$0.00
$51.60
$0.00
$51.60

$51.60

Breed

DSH

Fox Terrier
DLH

Huntaway

Menu

& : Contacts

Future Bills: ...
$41.60

Colour
White
Black & whit
Tabby & wh
Elack & Tan

[

AF3: Exit
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Print on History

A ‘Print on History’ note will print out at the bottom of a patient’s printed history. This is useful if
you print out the previous histories for patients before they come in for their appointment. You can
have a warning at the bottom of the history stating any allergies to products they might have.

Print on Bill

A ‘Print on Bill’ note will print out at the bottom of the tax receipt. An example of a ‘Print on Bill
note is for when a product has instruction for its use which you need to automatically print out. It is
best to use Product Handoults if this is going to be more than a sentence or two.

Show on Diary

A ‘Show on Diary’ note displays in the blue panel underneath the client or patient name in the
appointment confirmation form.

W& Appointment Details - Tkp Consults - Wednesday 10 May 2023

s Absolom Shane = - & A
Staff LOC - Dr. Collins T >
. ofins Do not charge to account
Start 315 pm ~ End 3:30 pm w
Duration 00:15 ¥ 9 Mantrose Stree Clive, 4102
Reason1 Revisit ~  Reason2 w 0210666200(M)
Req Staff « Pref Staff(s) OWN $ Owing: $51.60 Credit: $0.00 v
Jack [LOC]
Source w s

{Male, Neutered) Dog, Fox Terrier, Black White (15 yr 2 i

9 Montrose Stree, Clive,, 4102 : :
Does not like being put on consult table

Motes

Due Reminders Vaccinations
When Duration  Finish Stf Subject

31153 pm 0015 3:30 pm LOC Jack

Mame Reminder Date Staff Action

-

There are no reminders due
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Popup at Billing

A ‘Popup at Billing’ note is a pop-up note that will pop-up when either a client, patient or product is
added to a bill, depending on where the note is set.

On Billing ClientClient # 2/1505, Bill # 1/815528

Do not charge to account

Ok

Show on Order

A ‘Show on Order’ note is a pop-up note that will pop-up when either a product or supplier is added
to an order, depending on where the note is set.

Popup at Inwards Goods

A ‘Popup at Inwards Goods’ note is a pop-up note that will pop-up when either a product or
supplier is added to an invoice, depending on where the note is set.
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How to Set up Preconfigured Notes

1.

Open the patient, client, product, staff member or supplier record that you wish to add a note
to.

Next click on the ¥ button in the bottom right-hand corner of the screen.
From the pop-up menu click on the type of preconfigured note you wish to add.
This will bring up the ‘Create New Message’ screen.

Enter the note and click the ‘Accept’ button.

@ Create New Message

Mame 245

Type V
Shared Mo hd
Motes

Do not charge to account.
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USER DEFINED NOTES (ADVANCED NOTES)

Advanced notes allow you to create a note and select where you would like this to appear in
VetlinkPRO. For example, a certain product may have instructions for use which need to be given to
the customer. Using advanced notes you can automatically print the instructions out at the bottom of
the receipt every time that product is used on a bill.

Setting Up a New Advanced Note

1. Search for and open the client, patient, product, staff or supplier record you wish to add an
advanced note to.

o

2. Click on the “ button in the bottom right-hand corner of the record and choose
‘Advanced Notes’.

3. The advanced notes form will open, click on the ‘+’ button.

W Advanced notes for - ClientAbsolom Shane (2/1505)

Num Name -
, Mame C200000015051

> #1/8399  C200000015051
#1/24384  C200000015052 Message / Notes Edit

Do not charge to account

Actions
| Show on Rec Display

Popup on Rec Edit Print on Rec Edit
Popup on Rec Delete Print on Rec Delete
Popup on Rec Display Print on Bill

Print on Statement

Popup at Billing

Show on Appointment

Popup on Arrival-Billing

Popup at Appointment Log on Billing
Popup on Arrival/Admit

Print on Prescription To Web

Disabled items are invalid in this context or are for future use

I{ < > M [¢] 4 - ’ Exit

4. The advanced note search form will open, click on the ‘New’ button.
5. The ‘Create New Message’ form will now open.

6. Enter a name for the note and type up the note you wish to add.
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7. If you wish this note to be available for use on other patient, client, staff, product or supplier
records set ‘Shared’ to ‘Yes’.

TIP: You can add mailmerge variables to the note by clicking on the
‘Mailmerge’ button. This is useful for generic notes where you wish to
show client, patient or product specific details. For example, a print on
bill note can have mail merge variables of the first and last name of the
client. When the receipt prints the client's name that was used for the
bill will be merged into the note in place of the mail merge variables.

@& Create Mew Message

Mame 245

Type 4
Shared Mo hd
Motes

Do not charge to account.,

8. Once the note has been finished click on ‘Accept’.
9. You will be taken back to the advanced notes form.
10. Single left click on the note you have just added the text will display in the top right panel of

the screen. The bottom right-hand panel is a list of check boxes that govern where the note
will show in VetlinkPRO.
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Actions
Show on Rec Display:

Popup on Rec Edit:
Popup on Rec Delete:
Popup on Rec Display:
Show on Bill Tab:
Popup at Billing:

Show on History Tab:
Popup at Order:
Popup at Inwards
Goods:

Popup at Stocktake:

Show on Appointment:

Popup at Arrival-Billing:

Popup at Appointment:

Popup on Arrival/Admit:

Print on Prescription:
Print on Rec Display:
Print on Rec Edit:
Print on Rec Delete:
Print on Bill:

Print on Statement:
Print as Bill Items:
Print on Order:

Print on inwards goods:

Print at Stock Take:
Print on Appointment:

11. Check the boxes where you want the note to display and then click on the tick button to
save.

NOTE: Depending on what screen the actions are viewed from some of
the actions may not be available. Actions in purple or that are greyed out
are not available.

Displays the note in the yellow panel at the bottom of
the record.

Displays a note when the record is being edited.
Displays a note when the record is being deleted.
This note will popup when the client record is opened.
Displays the note at the top of the billing window.

This will pop-up the note when a bill is created with a
particular record on it.

Displays the note at the top of the history section at
billing.

This will pop up a message on the order screen when
loading a record onto an order.

This will pop up the message when loading a record
onto an invoice.

This will pop up a message on the stocktake screen.

This will display a note in the appointment details
screen.

This will pop-up a message when the client arrives.

This will pop-up a message when an appointment is
made.

This will pop-up a message when the patient is
marked as admitted.

Prints the note on prescriptions.

Not yet implemented.

Prints the note on the record when edited.
Prints on the record when deleted.

Prints out the note on a bill.

Prints out the note on a statement.

Prints on bill and statement as bill items.
Not yet implemented.

Not yet implemented.

This will print out a note with the stocktake.
Not yet implemented.
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Print on Arrival:

Print on History:

Log on Billing:
Log on Order:
To Web:

Not yet implemented.

The note will print on the client visit history notes.
This will Log the message on billing.

The note will be logged on the order.

Not yet implemented.
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Adding an Existing Advanced Note

1. Search for and open the client, patient, product, staff or supplier record you wish to add an
advanced note to.

2. Click on the ’ button in the bottom right-hand corner of the record and choose
advanced notes.

3. The advanced notes form will open.

4. Click on the ‘+’ button.

5. Type in the first few letters of the note you wish to add and click on search.

6. Select the note you wish to add and click on ‘Accept’.

7. You will be taken back to the advanced notes form.

8. Single left click on the note you have just added the text will display in the top right panel of
the screen. The bottom right-hand panel is a list of check boxes that govern where the note

will show in VetlinkPRO.

9. Check the boxes where you want the note to display and then click on the tick button to
save.

1 VETLINKPRO User Manual v7
Updated 20/05/2023



THE NOTES SYSTEM M@{aF-1o] (=1 W

BILL NOTES

VetlinkPRO allows multiple types of messages to be added to client bills.

Bill Item Notes

1. Open the bill that you intend to place a bill item note on.
2. Add a new bill line and select the type ‘M’ for Message.
3. You will get a popup where you can enter your message.

4. Click ‘Accept’ to save your message. This message will only apply to the bill it is added to
and will be placed in line with other ltems added to the bill.

Creating Bill Notes

1. Goto Options | Picklists | Bill | Bill Notes.

2. Click the green ‘+’ to create a new bill note.

3. Give the note a name so you can locate it later.
4. Set Shared to ‘Yes’.

5. Type your message in the ‘Notes’ section. You can add mailmerge fields to make the note
specific to the client if required.

6. Select ‘Accept’ to save the message.

Adding Bill Notes

1. Go to Options | Setup | Billing | Messages.
2. Find the category of bill you want the bill note to be applied to from the choices available.
3. Select a message from the drop-down list.

4. Close VetlinkPRO setup and select save on the popup to save the changes you have made.
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Branch

hMessage
Message
hMessage
Message
hMessage
Message
Message
Message

Message

if Service used

if Service MNOT used

on Mon Cash Client Bills
on Cash Client Bills

on Charge Bills {Invoices)
on all Bills

on Existing Client Bills

on MNew Client Bills

on Quotes/Estimates

Message for Clients with Bonus Points

Message

on clearing the Bonus Points
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STATEMENT NOTES

VetlinkPRO allows notes to be added to statements. You can add these notes to all statements,
blank batch codes, non-blank batch codes or a combination of the above.

Creating Statement Notes

1. Goto Options | Picklists | Bill | Statement Notes.
2. Click the green “+’ to create a new bill note.

3. Give the note a name so you can locate it later.

4. Set Shared to ‘Yes’.

5. Type your message in the ‘Notes’ section. You can add mailmerge fields to make the note
specific to the client if required.

6. Select ‘Accept’ to save the message.

Adding Statement Notes

1. Goto Financial | End of Period | Db EOM | Print Statements.

2. Before you make statements, select the messages to use. If you make the statements
before setting the messages, you will need to re-make statements before printing or
emailing.

3. Continue performing Debtors End Of Month as outlined in chapter 13.
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